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Hard skills are teachable and measurable abilities that are typically
acquired through education, training, or hands-on experience. These are the
skills that are essential for performing specific job tasks and often include:

HARD SKILLS

Technical proficiencies (e.g. Excel, ERP, HRIS, data analysis)
Certifications and licenses
Foreign language fluency
Project management tools
Industry-specific knowledge

These skills are often listed on resumes and can be quantified using terms
like basic, intermediate, or advanced.

Soft skills are personal attributes and interpersonal abilities that influence
how you work and interact with others. These are crucial for collaboration,
leadership, and workplace harmony, and include:

SOFT SKILLS

Communication and active listening
Teamwork and collaboration
Adaptability and resilience
Problem-solving and critical thinking
Emotional intelligence and empathy

Unlike hard skills, soft skills are harder to measure but are equally important
in determining job success.
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Before applying, carefully review the job description and identify the key skills
the employer is seeking. Then, strategically match your own skills to those
requirements using the same language and terminology. This shows that you
understand the role and are a strong fit.

1. ALIGN YOUR SKILLS WITH THE ROLE

Tip: Leverage AI to analyze job postings and extract keywords that help
your resume pass ATS scans and stand out to recruiters.

Rather than simply stating you have a skill, prove it with results. Use specific
examples that show how you’ve applied your skills to achieve measurable
outcomes.

2. DEMONSTRATE, DON’T JUST DECLARE

Example: “Led a cross-functional team of six to implement a new CRM
system, increasing client retention by 40% within three months.”

This approach builds credibility and helps hiring managers visualize your
impact.

Present your hard skills in a clean, easy-to-read list. Include your level of
proficiency (e.g., beginner, intermediate, advanced) to give employers a clear
understanding of your capabilities.

3. FORMAT FOR CLARITY AND IMPACT

Tip: Utilize AI to refine formatting by grouping your skills into categories
(e.g., Technical, Analytical, Operational).

Looking to take the next step in your career? Connect with CFS for expert
guidance and opportunities: www.cfstaffing.com


